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Is The Federal 
Government A 


Business? 


By Arthur M. Hyde, 
Secretary of Agriculture. 





The opinion is frequently expressed that the Federal Government is not 
@ business. 


I agree. Its motive is service. The motive of business is, of nec- 


@ssity, profits. But I am unwilling to concede that in providing service, 


the Federal Government can not compare favorably with the highest type 
of private enterprise in efficiency and in the impulse for achievement. 

It seems logical that the largest organization of its kind in the 
world, the United States Government, should appropriate new and improved 
methods evolved by the business world and apply them to the administration 
of the Nation's affairs. The use of these methods should prove as 


effective in the management of Government as in private enterprise. I 
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heartily approve any movement designed to keep the Department's adminis-— 
trative officers well-informed of advancement in the realm of non- 
governmental business. It is fully as important for a man dealing with 
personnel to kmow the best thoughts of administration and a man dealing 
with finance and property to be woll-grounded in the ficld of business 
as it is important for a biologist, chemist or other scicntific worker 

of this Department to keep abreast of scientific progress in his respect- 
ive field. I believe this new house organ will be a means to this end. 

This publication will extend to the field forces of the Department. 
These employees, because of their isolation, are called wpon to perform 
@ variety of Pee cal administrative and fiscal duties. They work 
at a disadvantage in their scattered out-posts, facing numerous problems 
with little or no opportunity to discuss them ah their fellow-workers 
or to consult leaders with experience on the subject. 

If it is advantageous that govormment workers know the workings of 
non-governmental business, it is even more to be desired that they know 
the most sucygossful movements within their own ranks. 

In one respect, the new house organ will serve as a vehicle in 
which to convcy ideas from Washington to the ficld---ideas and informa- 
tion which will help solve the probiers as they arise or indeed to prevent 
them arising. It is none the less a vchicle to bring from the field 
forces original ideas of use to the Washington staff or to field workers 
-elsewhere. 

This organ will fulfill a useful purpose if it successfully 


serves the Department as a clearing house---a dignified exchange market--- 
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in Which practices once used and found sorvicable, may be selected and 
appropriated to the advantage of others. 

A business and persomel house crgan offers a convenient opportunity 
for ingenious employees to contribute their observations to fellow-workers 
and, by so-doing, they will perform no less « service than if they balance 


~ Gn account, make @ scientific discovery or administer a law. 
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What is rational office »rocedure? It is ; 
neither magic nor mystcry, neither patchwork nor | 
| panacea, Rather, it is an order of thinking that | 
coordinates all office activities and perfects the 
,  vbtechnique of specific functions. It guides and in- 
tegrates such specialized tasks and responsibili- ‘ 
' ties as personnel managerient, accounting ctc. By { 
intelligent study it secks to understand the factors 
' calicd furan, to the end that the business machine . 
may be adjusted to human nature. i 


~-=Systen, August, 1931 
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4 New Foint of Contact 


The purpose of this informal publication is to prorote a better 


mutual understending between the central administration and the many 


scattered branches of the Department, in respect to the »roblems and 
activitics of personnel anc business administration. It will endeavor 
to present constructive suggestions and ideas of workers engaged in 
personnel and business activities, both public and private. It will 
particulerly welcome contributions or suggestions from administrative 
officers, cspecially those in the ficlé@ sorvice. 
it was my privilego recently to visit a numbor of the ficld 
offices and stations of the Department and through personal contact 
acquire a better understanting of the mroblems which confront some 
Of our workers. Since it is not possible to visit all of the 1200 
or more localities, where Department work is concucted, and confer 
personally with all workers, the Office of Porsonnel and Business Adcnin- 
istration offers instcad this pudlication as a medium of contact. It 
should carry many helpful suggestions and at the same time serve in the 
exchange of ideas that may lead to improvemcnt of method or procodure. 
With these thoughts in mind, may ench reater accept "The Admin- 
istrative Bulletin" in the spirit of cocperation and use it not alone 


~ 


for hig own information, but likowise use it as a bearer of his best 


sugsostions to fellow worknen. | WW Stedlbrngen 
4 


Director of Personnel & Business Administration. 
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The United States Government has become the largest single employer 
of women in the land. In fact, the Government offers many an opportunity 
today to the woman who seeks a career. 

Avice Marion Saint tells an interesting story of the rise of the 
woman in the field of government business in an article entitled, "Women 
in the Public Service," in the Jamary~February edition of "Public Personn~ 
él Studies." It was a far cry, her story shows, from the appointment in 
1862 of Jennie Douglas, the first woman worker, whose task it was to cut 
and trim federal currency with scissors, to the employment of 82,501 
women at the start of the 1930 fiscal year. 

Jennie Douglas took office, the record shows, without the sanction 
of Congress. In fact, the lawmakers had never once considered the woman as 
@ potential worker. But eight years later they formally sanctioned employ~ 
ment of women as clerks. The Pendleton Act of 1883 opened 14,000 new pos- 
itions and women filled many of then. An amendment of the Civil Service 
rules in 1910 specified that certifications be made regardless of sex, un- 
less one scx were specificd. 

Solicitous of the treatment accorded women in the Federal Service, the 
Women's Bureau of the Department of Labor made a survey in 1919 and found 
that women were excluded from 60 per cont of all tests. Among 260 classes 
of positions open, 155 were open to men only. Women were excluded fron 
64 per cont of the professional positions and from 87 per cent of the 


mechanical and manufacturing positions. However, all but seven tests for 
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clerical positions were open to women. On the other hand, they found 
that among the 3,400,000 women employed outside of the Federal Govern- 
tent, 800,000 were in scientific fields. The Civil Service Commission 
then ruled that all tests were open to women and in the first two months 
of 1919 the government arpointed 4,689 women and only 3,270 men. 

The Bureau likewise found that women ranked low in the compensation 
scale. Highty-six per cent of them were in the $900 to $1,299 class, as 
compared with 36 per cent of the men. Only five per cent of the women 
earned more than $1,299 a year, as compared with 46 per cent of the men. 
Then followed the Personnel Classification Act, designating the rate of 
compensation for each specific type of work, irrespective of the sex of 
the worker. 

Another survey in 1925 showed that about 18 per cent of the women 
employees in Washington and 52 per cent of the men earned moré than 
$1,860. ‘Two-thirds of this small group of women held clerical, stenogra- 
phic and typing positions; one-third pursued many occupations requiring 
specialized cducation and experience. 

Five of the 82 comissioners or bureau heads, and 74 of the 1,104 
Minor administrative workers were women. Seven out of 49 administrative 
workers in the Office of Cooperative Extension Work were women; five out of 
oS in scientific aid work; 67 out of 75 in library work. Thirty-five women 
received salarics ranging from $3,600 to $5,200 and eight from $5,200 to 
$6,500, while one received a salary of $6,500. 

During the 1929 fiscal year 15 por cent of those applicants who 
passed civil service examinations were women and 12 per cent of the appoint 
ments went to women. Among those women appointed, 85 per cent entered the 


Clerical field; 11 per cent entered the scientific field; 3.4 per cent 
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entered the sub-professional field, and 2 per cent entered the adminis- 
Peetiye field. Only 2 per cent of the clerical appointees, 25 per cent 
of the sub-professional, 70 per cent of the scientific and 100 per cent 
of the administrative women appointees entered the service at more than 
$1,860 @ year. 

In the District of Columbia about 40 per cent of the federal employces 
are women. But only 11 per cent of the federal employees clscwhore are 
women. And women's salaries today extend upward to $10,000 a year. 

At the closc of business last Decerber 31 the Federal Government had 
94,163 women on the pay rolls. <A goant onc-third of them worked in Wash~- 
ington; the others were ecattered throughout the country. ‘The Department 
of Agriculture employed 5,309 of them, less than one—half of whom work in 
Washington. The Post Officc Denartment is the greatest employer of women, 
With 27,974 on the rolls, most of them scattered in the field. 

It is significant that no major unit in the federal system is without 
womanpower. Even in the diminutive Wine Arts Commission, with its personnel 
Of 3, one is a woman. 

Soe Rhee os 
CIVIL SERVICE JOBS IN DEMAND 

The volume of correspondence and munber of inquirics about federal 
government positions reached a new peal at the Civil Service Commission 
headquarters in May. Tho Commission wrote 11,213 personal replies to such 
inquiries, mailed owt more than 100,000 examination notices and 21,000 
printed application forms during the month and conferred daily with more 
than 500 callers at Cormiission headquarters in Washington. An even greater 
numbcr of inquirics reached the Commission's 13 district offices and 5,000 


local boards of examiners. 
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University training for the national service was the topic of a joint 


conference of the University of Minnesota, 


Commission and certain other agencies, in Minneapolis, July 14-1”. 


he United States Civil Service 


The 


Department of Agriculture was represented by Director W. W. Stockberger, 


and Director A. F. Woods. 


Director Stockberger delivered 
an address on "The Personnel Prob- 
lems of the United States Depart- 
ment of Agriculture." He traced 
these problems from the beginning 
of federal agricultural work in the 
Patent Office, through the various 
phases of expansion to the present 
complex structure of the Department. 
He indicated how the wide variety of 

pecialists has created problems of 
administration and how the increasing 
demand for well prepared workers has 
made it more difficult to infuse new 
blood of the desired calibre into 
this organization. Dr. Stockberger 
analyzed the range of professional 
positions and salaries, indicated 

the distribution of various profcess- 
ions among the bureaus and also showe 
what colleges ond universitics supply 
most of the Department's workers in 
each scicntific field. 

Director Woods stated in an infor- 
Mal address, that the government 
service offers many opportunitics 
for advancement in scientific work-- 
as broad a range of opportunity, in 
fact, os do the universities of this 
country. 

This conference was called for 
the purpose of providing contact be- 


tween authorities on education and 


on federal government service so they 
could discuss the common responsibi- 


“lities of training and recruiting 


| university graduates for the nation- 
nl service. ‘The discussion centered 
around the following topics: 

| (1) ‘The career aspects of feder- 

lal service; (2) student and faculty 

| attitudes towards public service; 

| (3) universities as centers of train- 
|ing for public service, and resulting 
| curricular problons; (4) present 

| COUrscs preparatory for national 

| service; (5) present methods of in- 

| forming qualificd students of vacan- 
{cies in the national service; (6) 

| the form and content of training 

| specifications for various positions 
| in the federnl service; (7) types of 
exaninations for entrance into feder- 
jal service; (8) salary ranges, oppor- 
tunities for promotion and other 

| con¢itions affecting carcers in gov- 
'ernnent service; and (9) possibili- 
ities for pursuit of graduate work 

j within government departments. 

i The goverment was also represented 
iat this conference by Thomas EB. Camp- 
'pell, Presidont, H. A. Edson, Chief 
|Exaniner, and L. J. O'Rourke, Dir~ 

jector of Rescarch, all of whom are 
lmombors of the Civil Service Commiss- 

lion; G A. Youngquist, Assistant 
Attorney General; Ismar Baruch, as- 
sistant Director of the Personnel 

| Classification Board; E. Dana Durand, 
statistician and economist of the 
Tariff Commission; and 'L. Be. Tucker- 
man of the Bureau of Standards. 
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| BAE REQUISITIONS 
_ SUPPLIES 
QUARTERLY 


Several field 
offices of the 
Bureau of Agri- 


cultural Econom 


ics have been following the policy of 
placing requisitions for the most of 
their supplies in large lots et quar- 
terly intervals and as a result have 
reduced transportation costs. F. Jd. 
“Hughes, business manager of that bu- 
reau, is now attempting to make this 
@ universal yractice among all the 
Durcau's officcs. 

MOn the first day 


ne 
<455 


| 
| 


9 
INSURANCE FOR The driver of a 
OPERATORS OF government-owned 


automobile or truck 
is legally liable 
for personal injury or property dam- 
age due to his negligence, but can 
obtain a cheap form of group in- 
surance to cover such liability. 

An insurance company, whose 
name may be obtained from the Office 
of Personnel and Business Adminis- 
tration, has made an offer to pro- 
vide employees of the Department 
Sia © ak are Veleouro yer 


FEDERAL CARS 





of cach quarter," ifr. } poet sonal form of group 
Hughes says, "the \ YA insurance covering 
ficld men in charge | fd no particular car but 
of supplies’ make in- / ie protecting the driver 
ventories and requi- i ed of any sovernnent- 
sition all supplies i ' empre>? ne owned car or any car 
likely to be needed i Fei tien An ihe La assigned for govern~ 
during the ensuing \o- es ama nent usc. It does 
Bearec months. It is tee f y not apply to priv- 
then possible to ship Tae Aa eS ajtse\ ately ovmed cars, 

the supplies by ‘ Wy y y as even when operated 
freight at consider- { i bem avd on a mileage basis. 
ably less trouble and no ES Cos peeedat Ea 4 The insurance 
g¢ess cost than if the ‘ Te } nd costs $8 a year for 
same supplics were bing pa Neots, 7 |pergonal injury dam- 
in several small lots eat: evel age up to $5,000 

by express or parcel ees) for one and $10,000 
post. Wot o, Rare Cheapest ifor two or more per- 


"If requisitions for Pacific 
Coast and Gulf Coast field offices 
are placed far enough in advance, the 
supplics may be shipped by water 
even more economically than by land 
freight. The water rate from Wash- 
ington to Los Angeles, for example, 
is $1.20 a hundred pounds, with a 
Minimum of $3 per shipment. Shi;- 
lMents to Los Angeles by express cost 
$11.65 a hundred, and by rail, $3.93 
@ hundred." 

Some other burceus are making 
Similar plans for handling their shi 
ments of supplies to the field. Mr. 
Hughes suggests that all of the bu- 
roous represented at a single field 
station might pool their orders and 
pormit the Department to supply the 
quartcriy needs of the cntire station 
in a single large shipment. 
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sons and for property damage up to 
$5,000. <A policy covering twice 
as much personal injury and the 
same amount of property damage 
costs $9.60. 

The policy is in foree from 
November 1 through October 31 of 
cach yoar and the cost of insur- 
ance is the same for the whole 
year or any portion of the year. 
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The man who once so wiscly said, 

Be sure you're right, then go ahead, 
Might woll have added this, to wit, 
Be sure you're wrong before you quit. 
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CIVIL 
SERVICE efficiency in operation 
EFFICIENCY is the result of the core 


plete reconstruction of 
the Civil Sorvice Commission, accord 
ing to E. C. Babcock, assistant sec- 
retary of the Commission. Certific- 
ates of cligibility are issuing fron 
the Commission now soven times faster 


| 
Far greater gs) coed and | RECRUITING 
| GOVERNMENT 


10 





Recognizing recruit- 
ing as one of its chief 
| EMPLOYEES services, the Civil 
Service Commission takes 
i special pains to place the announce- 
| ment of each examination before all 
| persons who might be interested in 
!or qualified for the position. 

' The Commission distributes these 


than was possible under the old order.) announcements to bulletin boards in 


Increased cfficiency was necessary, 
according to Mr. Babcock, because the 
Commission's work has becn madc heav- 
icr by unemployment. About 2,000 
persons apnly cvery day in Now York 
City alone for positions as prohibi- 
tion agents, while more than 5,000 
persons applied recently to partici- 
pate in a single stenographic and 
typing examination in Washinzton 
and nearly 35,000 persons applied 
for a filing clerk examination. 

The Commission has been thoroughly 
reorzanized since Decembcr 1, accom 
plishing the sole aim of greater cf- 
PLCLCUCY . 
of cight major divisions: The Exam 
ining Division, the Service Record 
and Retirement Division, the Editing 
and Recruiting Division, the Research 
Division, the Accounts and Mainten~ 
ance Division, the Correspondence 
Division and the Board of Aypeals 

In addition to these cight major 
divisions of the Civil Service Con- 
mission at Washington, D. C., there 
ere also 15 district offices, all of 
Waich likewise are unécr the admin- 
istration of the sccretary. The 
largest field office is located a 
New York City. Each office is a 
Miniature Civil Service Cozmission, 


patterned after the headquarters at 


Washington and handling problems of 
local Federal agencies. However, 
examinations go to Washington for 
rating. 


BE PR he 


"The best boss doesn't boss; he 


Now the Commission consists| + 
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about 5,000 first class and second 

class post offices, to the members 

of technical, professional and scien- 
tific societies, to schools and 
colleges, to newspapers and period~ 
icals, to trade unions, to employment 
agencies and to radio stations. About 
fifty radio stations broadcast ex- 

amination announcements regularly. 

From experience, the Editing and 
Recruiting Division of the Commiss- 
ion can apply about the right kind 
of pressure to each announcement. As 
an example, examinations for railway 
Oa clerks require little adver- 

sing, for there are always more 

applicants then needed. It is only 
necessary to make certain that no 
dne is deprived of a chance to learn 
about the examination. 

On the other extreme, the Divi- 
sion must constantly seek new ways 
of securing sufficient competition 
for technical, professional and 
scicntific positions. For example, 

if there is to be an cxamination 
for botanists, advance notices go 
to the botanical journals, the 
‘departments of botany at colleges 
and to individual members of the 
Botanical Socicty of America. In 
‘addition to this, the announcements 
ant distributed to certain regular 
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: ally every occupation can 
be given such special attention. 
There are hundreds of mailing lists 
available for whatever purpose the 
Division may deom wise. 


Bi 


inspires."——-B.C. Forbes. | Cooperation is spelled with two 
| letters---WE.-~--Geo. M. Verity. 
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Require Reasens for Failing te 


Appoint Service Men 


Any bureau chief in the Department requesting the appointment of a 


non—veteran in preference to a veteran higher on the certificate mst 


accompany his request with a detailed explanation of his reasons for pre- 


ferring tne non-veteran. This is the gist of an executive order issucd 


by President Hoover on April 24, 1931. 


Naturally it is a general practice 
tO appoint veterans to positions for 
Which they are well qualified. How- 
ever, as frequently happens, a serv- 
ice mon mst be passed* over and the 
ecutive order applics in such cascs. 

In the Department it has been 
the custom of appointing officers 
frequently to explain only in gener- 
al terms why they do not appoint 
veterens, according to P. L. Gladmon, 
Chief of the Division of Appoint- 
ments. The Bureau may be justificd in 
selecting a person lowcr on the cer- 
tificate but does not always make 
this justification clear to the 
Civil Service Commission. Mr.Gladmon 
can not send the report to the Com 
Mission when there is little likc- 
lihood of favorable action, but mst 
return it to the burcau for greater 
detail. 

An explanation should point out 
the phase of the non-veteran's 
training and background which better 
fits him for the position, and the 
handicaps, if any, which night pre- 
vent the veteran's performing the 
regular duties. By giving these 
details at the outset, the bureau 
can prevent rmch delay in obtaining 
the appointment. 


\ 
} 
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The President's new ruling offers 
@ protection to the departmental 
appointing officers, Mr. Gladmon 


i points out. It is not at all un- 


| 
| 
| 
| 
| 


| 
| 
| 
| 
| 


common for vetcrans, failing to 
receive appointments, to request 
an explanation as to why they have 
been passed over. <A written ex- 
planation often serves a useful 
purpose. 

This set of reasons for passing 
over the veteran with preference 
rating becomes a permanent part 
of the veteran's record of infor- 
mation, both in the Department 
and in the Civil Service Commiss~ 
ion. However, the information 
does not become available to the 
veteran or to anyone else except 
in the discretion of the appointing 
officer. 

The President further sect forth 
that service in the World War or 
Spanish American War shall count 
full time as vocational experience 
required in qualifying for a civil 
service position, provided the 
applicant was interrupted in gain- 
ing the specified expericnce 
because of war service and further 
provided that he returned to that 
kind of occupation on discharge 
from the military servicc. 
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SHIPMENTS BETWEEN 
ATLANTIC COAST 
AND HONOLULU 


Three steam 
ship carricrs, 
plying between 
Atlantic Coast 
ports and Honolulu, have agrecd to 
freight rates of 75 cents a hundred 
pounds plus $5,75 a ton for shipmen 
of government freight between the 
Carriers' regular ports of call on 
the North Atlantic and Honolulu. 
These rates will be effective until 
september GO. 

These carriers specify a minimum 
charge of $2.50 per bill of lading, 
unless otherwise indicated, and 
state that rates do not include 
Marine insurance. 

The companies list several ex-~ 
ceptions to the above schedule of 
rates, among which are the following 

(1) Office furniture, $10 a ton. 

(2) Household goods with declared 
valuation of 10 cents a pound, $132 
a ton. 

(3) Freight motortrucks or chas- 
Sis, $11 a ton (boxed) or $13 a ton 
(unboxed). 

(4) Passenger automobiles, $11 
a ton (boxed) or $15 a ton (unboxed). 

(5) Non-self-propelling vehicles 
in suitable packages, $11 a ton. 

(6) Storage batteries, asscnbled 
With or without chemicals, and bat- 


tery parts, $12 a ton. 


7) Iron or steel articles, fab- 
Ticated or not fabricated, and rough 
castings, $8 a ton (2240 pounds). 

(8) Iron or stcel chain, loose or 
in packages, $8 a ton (2240 lbs). 

(9) lubricating oil, 60 cents a 
hundred pounds. 

(10) Wrought iron or stecl pine 
not exceeding 12 inchés in diameter, 
loose or in bundles, $8 a ton (2240 
pounds). 

By agreement, a ton consists of 


2,000 pounds, unless otherwise spec- 


ified, or 40 cubic feet, and carri- 
érs retain the right to designate 
either weight or volume measurenent. 

The traffic manager of the Depart- 
ment will supply further informa- 
tion to shippers. 
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EMPLOY2ES NOT The Secretary or~ 
TO SEEK PLANT dered in a recent 
PATENTS ricmorandun that no 

employee of the 
Department of Agriculture shall file 
applications for plant patents--~- 
either public service or private 
patents. 

Since the plant patent act and 
an executive order of October 1930 
require the Department to assist the 
Patent Office in considering ques- 
tions relating to plant patent ap- 
plications, the Secretary considers 
it improper for any person inter- 
ested in securing a patent under 
the law to help administer the law. 
In the absence of precedent, there 
is no way of knowing to what extent 
various employees of the Department 
may be called on to assist with the 
work. 

In accordance with practice pre- 
vailing'in' the Patent’ Office Vall 
plant patent applications referred 
to the Denartment for consideration 
will be preserved in secrecy. 


oo- Po heoe 


A few state 
highway depart— 
ments have con-= 
plained that 
certain employees of the Department 
of Agriculture, operating government 
automobiles and trucks in their 
states, habitually claim exemption 
from the state gasoline taxes with- 
out presenting tax exemption cer- 
tificatcs and identification cards. 

Director W. W. Stockberger calls 
attention to the fact that all driv- 
ers of government care or trucks 
ond ali persons who are likely to 
arive them should at all times have 
& supply of the books containing 
Forms 44 and 1066, bound together, 
and the identification card, form 
45. There are plenty of these forms 
available and no driver need be with~ 
out them. These forms are necessary 
in carrying out the exemption pro- 
cedure prescribed by the Bureau of 
the Budget. 


FAIL TO PRESENT 
GAS TAX EXEMPTION 
CERTIFICATES 
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Departmentai Discussions 
ee Rte 2 DLA SERS TAN tal an a ! 
WOULD HANDIE Field workers can BUREAUS CAN The Division of Ap- 
ADVERTISEMENTS frequently save wor- EXPEDITE pointments successfully 


FOR BIDS ry and delay and at 


the same time sin- 


plify the work of the Division of 


Purchase, Sales and Traffic, accord- 
ing to Alex McC. Ashley, chief of 
that Division, by anticipating their 
needs early cnough to allow this Div- 
ision to handle the bid solicitation. 

When bids are solicitod in the 
field, Mr. Ashley has no opportunity 
to pass upon the adequacy and pro- 
priety of the specifications. Cer- 
tain definite requirements of the 
Comptroller General's Office rust be 
met or bids can not be accepted, ir- 
respective of their lowness or the 
urgency of the need. Such defects in 
specifications often necessitate re- 
advertisement and general delay be- 
fore the commodity can possibly be 
obtained. 

"While readvertisoment may develop 
slightly lower prices," Mr. Ashley 
says, "the original low bidder always 
feels that he is being discrininated 
against. This is not conducive to a 
general willingness to bid on govern- 
ment requirements, and the long 
run tends to restrict the competition 
possible to be obtained. 

"The prospective buyer should study 
his necds and decide in advance if 
the cormodity he specifies can be 
obtained within the prico limit. He 
should never make his specifications 
more claborate than necessary, or 
they will invite high bids and somc- 
times all bids will excced the allot: 
oble figure," 


in 


nee 


They are able because they think 
themselves able, 
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RETIREMENTS handled disability re— 
tirements for 37 em 


| ployees last year and gained final 


approval with somewhat less than the 
customary delay. 

P. L. Gladmon, chief of the Div- 
ision, explains that some delay is 
inevitable, because each applicant 
must be examined by a federal physi- 
cian. On the other hand, the bur- 
eaus could prevent many unnecessary 
delays by giving complete informa- 
tion on the form, "Report to Accomp= 
any Applications for Retirement on 
Account of Disability," and sending 
it promptly. 

The items, "Last Day of Active 
Service," and "Date Pay Ceased," 
are particularly necessary. However, 
every blank space on the. form should 
be filled carefully. 

When the blank form is printed 
again, the line reading, “Amount of 
Leave Granted During the Last Two 
Calendar Years," will read, "Amount 
of Leave Granted During Last Two 
Calendar Years of Active Servicc." 
Also, following the statoment of 
leave will be a blank requesting the 
"Presont Leave Status of Eaployco." 

"This application should never 
be sent in until all of the infor~ 
mation has been given," Mr. Gladmon 
says, "and should never be sont but 
once, unless it fails to reach this 
Division and another copy is re- 
quested." 


~-~~-PBA--—~ 
"Tact is the knack of keeping 
quict at the right time." 


---George Horace Lorrimer, 
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CARY OF U.S. 
PROPERTY IN 
THS FIELD 


It frequently hap- 
pens that field sta- 
tions retain property 
long after there 
ceases to be a need for it. On 
some occasions such property becomes 


lost, as happened recently with a ty- 


pewriter at one station. 

In this instance, the typewriter 
had. been accounted for anmually in 
the inventory, but evidently there 
had not been an actual physical 
check-up. Neither had the machine 
been reportcd as surplus property. 

The Department calls attention 
to the responsibility of a man who 
Signs a property inventory; he may 
be called upon at any time to make 
reimbursement from personal funds 
for the loss of any property for 
which he has assumed responsibility. 

The logical way to avoid such an 
occurrence is to report surplus 
property when it is no longer needed 
and to check carefully each article 
in making an inventory. 


saeeng aft eee 

JUST ANOTHER For several years 

QUESTIONNAIRE it has been the cus- 
tom for the Depart- 

ment to issue a P.B.A. Circular at 


the close of each session of Con- 
gress giving a digest of legislation 
relating to the Department of Agri- 
culture. Director Stockberger 
wishes to know your opinion of this 


practice. Do you wish it contimucd? 
Yes? No? 
(Signed) 





(Clip and Mail 
to Director Stockberger) 





By a recent Act 
of Congress, every 
contractor erect— 
ing a federal 
pbuilding at a cost exceeding $5,000 
mast pay his laborers and mechanics 
the prevailing local wage scale. 
Director Stockberger states that 
specifications for such construc= 
tion must therefore include the 
clause, as follows: 

he rate of wage for all lab- 
orers and mechanics employed by 
the contractor, or any sub-con~ 
tractor, on the public building 
covered by these specifications 
shall be not less than the prevail- 
ing rate of wages for work of a 
similar nature in the city, town, 
villege or other civil division 
of the State in which the public 
building is located. 

"In case any dispute arises as 
to what are the prevailing rates 
of wages for work of a similar 
nature applicable to the contract 
which can not be adjusted by the 
contracting officer, the matter 
shall be referred to the Secretary 
of Lebor for determination and his 
decision thereon shall be conclusive 
on all parties to the contract, as 
provided in the Act of March 3,191 
(Public No. 798)." 

The local bureau officer is ex~ 
pected to take notice of any com 
plaint of violation of this prov- 
ision, attempt to adjust it between 
contractor and workman, and, if 
successful, report the terms to 
his bureau. 

Failing adjustment, he then will 
make a written report of the in 
cident in detail, addressing it to 
the Office of the Secretary through 
his bureau. 


SPECIFYING THE 
WAGE IN BUILDING 
CONSTRUCTION 
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Like the weather, telephone technique claims an unwieldy share of con- 


versations when administrators and executives get together. 


Assuming that 


more can be done to improve telephone conversations than to better the 


weather, the fact remains that the would-be reformer can improve his own 


method of using the telephone and can do little more. 


With this fact clearly in mind, 
The Administrative Bulletin proceeds 
to apply "more talk" to the subject 
of telephone conversations, but 
mostly to repeat some of the remarks 
that have already passed. 

For instance, there is the opin- 
ion of Wilmer Alice Adams, writing 
in the Office Economist, that all 
messages should be put into writing. 
"Be sure that you understand a mos- 
sage and write it correctly," Miss 
Adams admonishes. "If the nane is 
an unfamiliar one, request the cal- 
ler to spell it. After writing the 
message, read it to the listener for 
any corrections." Miss Adams like~ 
wise is a member of the school of 
thought that insists on a caller's 
identifying himself and his business 
when his call is answered and tcll- 
ing whom he would like to speak to. 

Not infrequently a tclephone 
user complains that "Blank hangs up 
on me before I an through talking 
with hin." On this point there has 
been almost unanimous agrecrient that 
the best way to prevent such an oc- 
currence is to end the conversation 
in some unmistakable way. A polite 
"sood bye" is effective enough. 

Such are the opinions of some 
who want more satisfactory service. 
However, occasionally a voice is 
raised on another side of the argue 
ment, the voice of one whose busi-~ 
ness it is to help others gain the 
most satisfaction from telephone 
service. Such was the case recently 


when J. Le Xochl, superintendent of 
the Telegraph and Telephone Section 
of the Department, offered some sug~ 
gestions that should help the Dep- 
artnent workers get the speediest 
and most satisfactory telephone 
service. 

"Renenbering that Department tel- 
ephones are for the official use of 
nany workers," he said, "one should 
make conversations bricf and to the 
point. One sure way of avoiding con- 
gestion on the wire is to consult the 
directory always before calling a 
munber. To-transfor a call from one 
telephone to another, the correct 
procedure is to signal the operator 
from the telephone at which the call 
is received andi ask her to "transfer 
this call to Number__." This will 
assure an immediate transfer. 

Mr. Koehl also roninds that a 
voice will bear vatching. ‘Keep it 
clear, distinct, well modulated and 
business-like." One-half inch fron 
the mouthpicce is the best distance 
for distinct transmission. 

And while speaking of cultivating 
the voice it may not be a-miss to 
quote from a letter written by the 
cultured Lord Chesterfield to his 
son two centurics ago. "I am cred- 
ibly informed that there is still a 
hitch or hobble in your enunciation," 
he wrote, "and that when you speak 
fast you sometimes speak unintelli- 
gibly. Your trade is to speak well, 
both in public and in private. I 
must, therefore only repeat that 
your whole future depends on it." 
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CALIFORNIA U. TO <A few months ago 
STUDY GOVERNMENT the University of ° 
ADMINISTRATION California created 

a Bureau of Public 
Information to study systematically 


the fundamentals of governmental bus- 


| 
1 
iness and to prepare teaching natori-| 
al based on its discoveries. Dr. 
Samicl C. May, professor of politic- 
al science, became the new director. 
The new burcau coordinates the re~ 
search among the various departments 
of the University intcrestcd in gov- 
ernmental administration and estab- 


lishes cooperative programs of re- 


search in those ficlds of public 
administration not already fully de- 
veloped at the University. The Bureau) 
Will later publish the results of its| 
studies and, finally will incorporate | 
them into the University's curric- 
ulum. 

Dr. May plans to make the study of 
opportunities and requirements of — 
public service a contimuous project. 
In this way he can keep the course 
of training up to date and at the 
same time keep in close touch with 
openings for propsrly prepared 
graduates. 


| 
| 
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COORDINATE Amcricen leaders in 
COMMERCIAL the field of commercial 
EDUCATION education made a move to 





coordinate all of their 
instructional activities along simi- | 
lar lines May 6, when they organized 
the Amorican Council on Education for 
Business. 
The Council was organized by membe-| 
rs of the American chapter of the 
International Society of Commercial 
Education in Washington. The council 
Will attempt to establish in this 
country the principles which the ine 
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ternational body is promoting through- 
out the world. Sixteen hundred indi- 
viduals of 29 nationoalitics, repre- 
senting 400 institutions make up the 
membership of the international 
Socicty. 


WOMEN The University of Michigan 
LIKE and the National Federation 
WORK of Business and Professional 


Women's Clubs deduced from 
a recent questionnaire that most 
women in the higher occupational 
levels like their jobs. 

Only a few occupations are con- 
sistently like or disliked. Among 
the 13,752 women answering the ques— 
tionnaire, there was a nearly un- 
animous asreement that it is desire 
able to be in business for oneself, 
to be a home~maker, a sccretary or 
a social worker. They almost un= 
aninously scorned the jobs as 
barber, book agent, chiropodist, 
elevator operator and laundross. 

Most of the women answering the 
questionnaire were single and half 
of them were more than 37 years of age. 
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PLANNING THS 
DAY'S PROGRAM 


He who cvery morn- 
ing plans the trans- 
actions of the day 
and follows out that plan carrics a 
thrend that will euide hin through 
the labyrinth of the most busy l&fo. 
The orderly arrangenent of his tine 
is like a ray of light which darts 
itself through all occupations. But 
when no plan is laid, where the dis- 
posal of time is surrendered morely 
to the chance of incidents, chaos 
will soon reign.--Victor Hugo. 
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TRAINING FOR 
RESPONSIBILITY 


"The Graduate 
School has jus- 
tified the optom 
ism of its sponsors," says Dr. A. F. 
Woods, Director of Scientific Work 
and the Graduate School. "A recent 
analysis of questionnaire blanks fil- 
led out by persons who had availed 
themselves of the opportunity to at- 
tend classes in the Graduate School, 
showed noteworthy advances to posi- 
tions of increased responsibility 
and compensation. 

"Although employees in clerical 
grades enrolled in some of the clas- 
ses, the benefits accruing to such 
students were less noticeable than 
were recorded among those in tech- 
nical grades. 

"Admitting that the Graduate 
School deals essentially with tech- 
nical subjects, proposals to include 
courses by which clerical, adminis 
trative, and fiscal workers may pre- 
pare themselves for increased res-— 
ponsibilities are receiving consid- 
eration. 

"The School has grown rapidly in 
numbers and scope of work. Several 
new advanced courses are included in 
next year's program.The announcement 
is now ready for distribution." 
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DCUBLE-DUTY An extra carbon copy 
LETTERS Makes one lotter or 


memo perrorm the tasks 
of two letters. And yet, according 
to the complaints of administrative 
officers, few lctter-writers in the 
Department take advantage of this 
simple cfficiency measure. 
W. A. Jump, Assistant Director of 


Personnel and Business Administration | 


and Budget Officer of the Department, 
recently took occasion to renark that 
in his own experience he had frequ- 
ently been inconvenienced by failure 
to reccive a carbon copy of letters 
addressed to other persons and con- 
taining information he should have. 
"Whenever a person dictates a letter 
he should ask himself whether someone 
in addition to the addressee should 


receive a carbon copy," Mr. Jump said.} 


| MEAN WHO STOP 
| GROWING EARLY 


| worked up. 


, our office. 





Some occasions call for a carbon 
copy to accompany the original let- 
ter. Particularly when the writer 
is answering an inquiry made by the 
addressee on behalf of a third 


| party, if he accompanics the origin- 


al letter with a carbon copy, the 


| addressee may save the writing of 
; an oxtra letter by forwarding the 


carbon copy. 

An extra carbon copy may be the 
means of "killing two birds with one 
stone." 


Lee Gee 


A young man, per- 
haps thirty or thir- 
ty~one, well set—up, 
had come in to ask our help in find- 


| ing a job as superintendent or plant 
| Manager or even as an assistant. He 
| was a college man, out ten years. 


He had started at the bottom and 
He wasn't complaining 
about hard work or long hours. He 
had enjoyed them, in fact. 

"T have a job," he said, "but I 
seem to be up against a stone wall-- 
seem to have gotten as far as I can 
go. I don't see anything ahead. I 
have a family of growing children 
and want to make a change before it 
is too latc." 

"Have you kept up your reading?" 
we asked him. "No," said our visitor 
quite frankly, "I haven't done any 
reading--not even technical jour- 
nals-—in recent years." 

We looked out of the window for 
a moment, turning over in our mind 


' the tremendous changes that take 


place in industry every year and the 
stream of similar men who come to 
Some, young college men, 
some, middle-aged or older men. Al- 


, most without exception they have 


stopped growing. They don't read. 


| They seem to be not fully conscious 


of the changes taking place all 
around them. They acquire a sagged 
down appearance. The stream of pro- 
gress passes them by.--~-From Factory 
and Industrial Management. 
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Ths Makings of an Exec 
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utive 


pee ce OS ent BO ead EE 


"fae executive has to work with a 


machine composed of human boings 


subject to unpredictgble variations duc to digestion, the weather, love 


etfairs, worry and a thousand other human factors." 


In these words, a 


writer in the August edition of "Nation's Business" sums up the factors 


on which largely depends success or failure of an executive. 


It is a 


Yale, well kmown to most cmployees, that the office invariably reflects 


plains. 

her councctions twisted because she 

/is worried about the rent. 
_ stenogrepher has a nervous tantrum 
_ because her boy friond breaks a 


‘the personality of the boss. 


' The «chief bookkeeper rags his 
‘Clerk because his wife has nagegcd 
Nim the night before, the writer ox 
The switchboard girl gcts 


The 
mate. And so on through tho office. 


Tie tlaws of this human machincry 
come out under the strain of cffico 


_ work because the boss docs not really 
understand the business of an execu- 


handle. 


tive. The Business of the exccutive, 


' 80 far as it concerns getting the 
_ best of work out of his employees, 


is to dclogate responsibility. 
Obviously, if the boss could do 
all of the work himself he world not 
need employees. Since ho needs cm 
ployees, he mist give them part of 
his responsibilitics, in the right 


‘Measure and of the right icind. 


Every emloyce, barring none, 
likes responsibility-—at loast so 
mien of it as he believes he can 
It recds his self-estceon; 
it cnables him to hold up his head 


lin a suspicious or indifferent world. 
There is nobody in any office who 
can't be trusted to do something, 
jhowever little, in his own way and 
laccording to his own judgmont-~-or 
|if there is, he should be fired im 
imeadiatcly; he is hopeless matcrial. 
"Write that letter your ovm way 
Miss Vadsworth"-—-the letter may be 
ithe most routine acknowledgment, but 
ithe little scrap of responsi»vility 
iwill do morc to make her a dependable 
ipart of the office machinery than 
‘half a dozen compliments on her ac~ 
jcurate typing, which she takes for 
| granted. 
| So, from this writer's point. of 
view, the boss' problem is not only 
ito assign the responsibility which 
‘ue can't take on his shoulders, but 
'to assign as much of it as his staff 
;Can carry. ‘The more the better, so 
pone as he does not give too much. 
‘He must kmow in the case of each oem 
‘ployee how mach is too much. 
' The boss who kmows how to make 
teach ermloyce a responsible boss in 
his own little sphere has solved the 
problem of office~loyalty. 














ll. When talking to him about your job, do you fecl that 


_@l. wWhon he is'wrong, does he admit it cheerfully?.....-... 
25. Docs he accept the failure of these innovations 


pets Are you proud of the office's succcoss?......... Wire eta 
25. Could the office run smoothly if the boss were sick?... ee 
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A score card providing a means It will be noted that several of 
of arriving at the boss's efficiency the questions concern the employce 
rating appears with the article.Al- more directly than the employer.But 


though it may not be infalliable, it | they help arrive at an understanding 
unmistakably contains the germ of an of the boss's ability to make othors 


idea which may be helpful to many efficicnt in their work. 
administrative workers. The value of an administrative 

The publishers of Nation's busi- leader having his employecs rate 
ness, whose headquarters are in the him on such a score card is that it 
United States Chambor of Cormerce gives him an opportunity §o sec hin- 
Building, Washington, D. C., have self mirrored in the estimations of 
offcred to send free as many copies others. But the usefulness depends 
of this questionnaire as any writer on frankmess and care in answering 
might nced for a test. all questions.Here are the questions: 

SCORE CARD TO BE FILLED Per- Your 
fect Score 
BY EMPLOYEES Score 





1. Do you fecl confident that you can do your job?...e.ee-. 7 
@. Do you know exactly what is expected of yout.......eeee 4 
S. Is the boss willing, after you have proved that 
- you know your job, to let you do it your own way?.....- 10 
4. Does he know and appreciate your work when it is good?. 4 
MELT CDG OUSY feces cc ccs esse cre sersecesrscvsvasces Ae ks 
6. Will you not be fired without fair reason and warning?. 5 
@- Do you fecl free from snooping and spics?.....-.sccrree 4 
8. Does your boss give you full attontion when you talk 
re eiminies nate ats BP ere arg ser Taleve sherstcdnte oeriate 23% ‘2° 
9. Is he as courtcous to his employces as to visitors?.... 
10. Does he praise you at least once in six months?........ 


LT 1 


Git 


wou ere talking to him as an cqavalTeccccecrccrcvccvcvce 
12. Do you fcecl unerbarrassed when asking for a raisc?..... 
13. In mistakes is he more intcrested in finding 

meeune Cause than in fixing tho blamoeccecncescccecvcces 

14. Can he overlook occasional minor infractions and crrors? 
15. Does he ever raise salaries before he is asked to?e.eee 
16. Does he ever stand up for an employee when 

PMOVLALLGr NAS DLUNGETSAT .cccorccevccscccvesescesveeeses 
17. Does he try to spare the self-respect 

Of thoso whom ho Lireslesccccccecvercevesccevscccvsvses 
Bewetoeae Calm in a crisis?........ et iuie wile wis a iaieiae Ca ee ataleia A 
19. Can he take a joke when things gO Wrong?.ccwee.secervee 
@0. Does he cver admit that he docsn't know?.......rcesccce 


Ca 


ive) CA G~ 


QUA PR 


22. Does he welcome innovations in routine?...... eva sl atete 


Without OIE TOMT Tce ere iakel elo a @ieielele Mo wie pele 60s pale sie’ ¢. ee 6 016 
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00 


De ee ee cae eeeteepeuccececsesuewe 100% 
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TIRED WORKERS, 
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"That tired feel- 
ing" is the gravest 
enemy of efficiency 
and safety, according to Dr. C. 0. 
Sappington, director of industrial 
health of the National Safety Coun- 
cil.Fatigue, the greatest industrial 
disease, is spreading like an epi-~ 
demic. 

In an article in the June edition 
of Factory and Industrial Manage-~ 
ment, entitled, "Tired Workers are 
Poor Workers," Dr. Sappington says 
that most persons think of fatigue 
in terms of tired msclies, whereas. 
it generally is a tiring of the nerv= 
ous system and nervous exhaustion. 
One ordinarily recovers promptly from 
tired muscles, but not go readily 
or sO completely from mental or nerv- 
ous cxhaustion. 

Mental and nervous fatigues are 
Caused by using the mind too inten- 
Sively or too long, or by whipping 
up the physical cnergy or mental re- 


POOR WORKERS 


actions beyond the point of ordinary 


mental or physical resistance. The 
wrong mental attitude, the inability 
to adjust to changing conditions, 
the worry habit and the hurry habit 
are mentioned as the chief causes of 
emotional upsets, which in turn lead 
to chronic fatigue. 

The great majority of workers 
mist conserve energy, anc. everyone 
mist learn for himself the pace he 
Can withstand without abuse. The 
author prescribes several antidotes 
for fatigue, among which are liberal 
doses of rest, relaxation, good 
humor, and hobbies. 


TRAINING 4 supervisor should 
UNDERSTUDIES train his men not only 
to do their own par- 
ticular jobs, but two or three jobs 
each. Taylor and Gilbreth spoke of 
this system as "three-men jobs" and 
"three~job men". 
There should be, then, a teacher, 
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& worker, and a student on each job. 
Organizations not provided with 


understudies for all important po- 


sitions become, or think that they 
become indispensable. The supervisor 
properly supported by management, 
should sce that none of his men fall 
into this frame of mind and should 
avoid it himsclf.--J.C.Lindsey, in 
"The Foreman". 


eee D hee 


REVAMPING A 
PERSONALITY 


The mental picture 
a man has of himself 
exerts a powerful in- 
fluence in the direction of "good" 
ang. "bad" behavior, superman and in- 
ferior adjustments and criminal and 
creative activities, according to 
JeH. Denison in his new book, "The 
Enlargement of Personality." 

In order to change the self or 
behavior pattern, the individual 
mist be dissatisfied with himself 
and his adjustment to society, and 
while in this state come under the 
influence of powerful emotion, such 
as those engendered by love, fear or 
supercharged religious situations, 
he says. Nothing could be better for 
aman than to have the finest pos- 
sible concept of himself. To enlarge 
a man's powers while he still has an 
ignoble concept of himself is of 
dubious valuc. 

The self may be temporarily or 
permanently enlarged by annexation 
and intcnsification of interests, by 
cxXpansion and irradiation of inter- 
ests, by projection, by conflict, by 
emotion and by suggestion.Although 
it scoms impossible to create new 
abilities in any man, it is probable 
that if covery man used to the max~ 
imam the abilities he possesses, the 
world would be full of Caesars and 
Napolcons. 

And so through 15 chapters does 
Denison discuss the factors involved 
in the pattern of personality, or 
the picture or ideal of one's self. 
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HOW MUCH DOES 
THE AMERICAN 
FAMILY EARN? 


The "average" fam 
ily income in the 
United States is mich | 
sreater than is gen- | 
erally supposed, Daniel Starch, for- | 
merly of the University of Wisconsin | 
and of the Graduate School of Busi- | 
ness of Harvard University, says in | 
his new book, "The Income of The 
American Family." 

Mr. Starch says that customary 
"euestimates" to the effect that 80 | 
or 90 per cent of American families | 
subsist on incomes of $2,000 or less | 
would seem somewhat irregular, then | 
the reader pauses to consider that | 
eight out of every ten families sup- | 
port automobiles. In fact, from his | 
interviews of 63,000 families in 
more than 200 representative commun 
ities of all sizes, Mr. Starch found 
that a considerable percentage of 
the nation's families have incomes 
in normal times greatly exceeding 
$2,000. | 

This book presents several in~ 
teresting facts about the number of ! 
Garners contributing to families in ; 
various circumstances. Of ony 
interest is the portion of the book 
dealing with the incomes of farmers 
and of the relationship of these 
farmer—incomes to the general pros~ 

{ 
| 





perity of the nation. None the 

less fascinating is his discussion 

of the rclative purchasing powers 

of incomes in various sized com i 
munities. 


pee on | 
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OSTRICH-LIKE As for the ostrich _ 
TENDENCIES and his reputed habit 


of hiding his head in 
the sand, why is it that humans re- 
gard that trick with such superior- 
ity and armsement? Is it because 
we are all so much more expert at 
that device than any ostrich could 
€ver be?———The Drifter, in "The 
- Nation." 
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READING FOR 
PERSONNEL 


A personnel worker 
will find a wealth 
of instructive 
reading material to broaden his 
understanding of his "stock in 
trade"~--personalitics. Among the 
best of books on the subject are 
the following: 

McDougal's "Introduction to Social 
Psychology", Davenport's "The Train 
Book", Meyerson's "Foundations of 
Personality", Salmon's "Mind and 
Medicine", Anderson's "Psychiatry 
in Industry", and Marstcn's "Bmo- 
tions of Normal People". 

The National Committce for Men- 
tal Hygiene, New York City, pub- 
lishes a catalog of reference 
pamphicts helpful along such lines, 
as well as some worthwhile refer~ 
ences for general reading in that 
Ticla: ; 


eee ee 


COLLEGE GRAD'S 
POINT OF VIEW 


'The greatest 
difficulty in our 
plants," aecording © 
to Harvey S. Firestone, president of 
the Firestone Rubber Company, "is 
to convince a newcomer, fresh-fron- 
college, that he mmst change his 
thought action from learning to doing. 
Modern industry has no place for-a 
young man wno wants to learn the _ 
business. What we want is-a young 
man, who uses his cducation to ac~-  _ 
complish something." 


PBA 


"Tt should not-be dif~ 
ficult for any young man 
contemplating the civil 
service as a carcer to select some 
one kind of work and, with the high= 
est post in this line as his goal, 
to work himself up to a good posi~ 
tion, in which he will find personal 
satisfaction, and which will give. 
hin, as a government employee, a 
certain dignity and standing in his 
commnity."——Willian Rosengarten, 

in "Choosing Your Life Work.* 


CHOOSING & 
LIFE WORK 
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New and Usefu 
A BOOK HOLDER A New Jersey in- 
FOR COPY WORK surance company, 


has devised a simple 


but effective home-made holder for 
loose-leaf books to be used in trans- 
cribing or copy work. 

The holder is made of plain 
boards. It varies in dimensions 
to suit the particular purzose. The 
cross section or end view of this de- 
vice is in the form of a right-angle 
triangle, with the shortest side for 
the bottom, the vertical side for 
the back and the long side forming 
a sloping support for the leaning 
book, A narrow strip at the botton 
of and perpendicular to the sloping 
surface acts as a support for the 
bottom edge of the book. 





NEW STAMPING 
DEVICE 


One company has 
come on the market 
With a hand stamping 
device, somewhat resembling a rub- 
ber stamp, but cmploying a stencil 
to reproduce either typevriting or 
drawings. The body of the stamping 
device consists of an ink pad and 
the stencil is stretched over the 
pad, The stencil stam contains 
enough ink for many copies. 
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| REINFORCED A filing folder 
FOLDERS which is reinforced 


on the tab edge 
was recently introduced on the 
market. The folder is double 
thickness where the wear comes, 
While the body is only single 
thickmess, where it occupies space 
in the files. 
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One typewriter 
| manufacturer mar~ 
| kets a portable 
typewriter in an 
| attractive dual-purpose case, a 
| product which might prove service~ 
; able to workers who travel con- 
| siderably. 
| The typewriter fits the case 
| 
i 
| 
i 
} 


ee ee ce cae eevee as 


| PORTABLE TYPE- 
WRITER WITH 
ADAPTABLE CASE 


and may be carried conveniently on 
travels. However, if at any time 
the owner needs an extra picce of 
luggage for a trip and does not 
need the typewriter, he may use the 
case as a travelling bag. 


ADJUSTABLE A handy adjust 
DESK TRAY able desk tray with 


compartments for 
pins, clips, pens, pencils and 
other small desk supplies takes the 
place of several scattcred contain- 
ers on the desk. These trays are 
narrow, fitting at the.front of a 
drawer without occupying mich roon, 
and are adjustable in length to fit 
any drawer. 
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